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DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

APPLICATION FORfRECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

INSTRUCTIONS See Publlcatlon No 76—RM—1 for instructions on completing this form. Forward signed brlglnal to
Department of Archives and Hlstory, Reoords Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334,
Attention Schedu!mg Sectlon i _ o

FOR AGENCY USE 1. Agency Address = -. ' "FOR RECORDS MANAGEMENT USE

Application Date : Department of Education Application Number
Office of Vocational Education E)\—- lb Q

- Division of Vocational Instruction o Ve

Application Numbe
pplication Number Atlanta, Georgia [ Date Received Date Completed
I B B MAY 15195y | MAY 281081
2, Person to Contact : : Working Title Telephone Number |
Ed Word Division Director 656-2560
3. Action Requested E o 77 T T T o B
a. [ Establish Retention Schedule; récord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumutation antlclpated
c. & Amend ApplicationNo, . 81-16___ _ Check One: ® Change; [ Supercede; [ Void _ -
4. Dates of Series 5. Reeords Series Title {followed by title used in off:ce If different)
Earliest Latest DIVISION WIDE COMMON SCHEDULE
ITb date Vocational Organizations Financial Files 7
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The function of the Vocational Youth Organizations is to provide the members opportunities
to supplement through contests and special projects the traditiomal classroom education.
The organizations are (1) the Distributive Education Clubs of America (DECA) for students
enrolled in marketing or distributive education programs; (2) Future Business Leaders

of America (FBLA) for students enrolled in business and office education programs;

(3) Future Farmers of America (FFA) for students interested in all areas of agriculture;
(4) Future Homemakers of America (FHA); (5) Georgia Association of Industrial Arts
programs; (6) Vocational Industrial Clubs of America (VICA) for students enrolled in
trade, industrial, technical and health occupations programs; and (7) Vocational
Opportunities Clubs of America for students enrolled in the Coordinated Vocational
Academic Education programs.

1

7. Record Serie;.t_)escription Thls file contains the followmg documents (mcfude form numbers and tltles if any)
Attach samples of the file.

Documents relating to:  receiving, accounting for and dlsbur51ng of vocational organization
funds at the state level.

Included are:  No Change.

File isarranged: y,y yocational organization; thereunder chronologically by fiscal year.

8. Monthlv ‘Reference Rate How often are records referred to whlch are:
One tosixmonthsold ________; Sevento twelve monthsold Thlrteen to twenty- four months od —— . ;
twenty-fwe monthsandolder ____ ___ . _? L L

9. Annual Rate of Accumulation of Records

Letter-size i_:lrawers - legal-sizedrawers Shellves _— | ; Other (specify)

AR-50-71; Rev. 76 {Over)




YES | NO { 10. Questionnaire  (Place an X’ in the proper column)

a. Is this the official copy of the series?
If not, where js_it? i

- - s R —-= A

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

[ P — - — -

c. Is this a vital record? - ' ; - R ;

d Does this series have historical ot long term research v value7 .

e. When one or two documents in the file make it necessary to keep the entrre file for a long perlod could these
___documents be scheduled separately? _ .

f. Is the mformatlon contained in_this §enes ever pubhshed? Jf_yes attach copY.

. s the mformatlon contained in this series ever analvzed and/or recorded in a summarized report?
If ves, attach copy. _ _ —

h. 1s there a duplication of this series in your office, or in another offnce or agency?
. J¥ yes, where?

| Is this series for @ major portion of it) r regmarlv microfiimed?

| _l Jlaeﬁtmdjeﬂes_esumn a computer printout? .. . _
11. Retentron Requirements f The following requires the series to be kept:
a. State Law . e __Years. d. Audit period ‘ —_ . ._.__Years.
b. Statute of limitation ~ ~ - _years. ' ~e. Administrative need 5 _years.
c. Federal law _.years. - f. Federal retention instructions . years.

Attach copy or excert of laws or regulationa.‘_ Explain administrative need.

;

12. 7Approv‘edi Disposition Instructions “ This agency recommends that the file series be cut off at the end of each: -
S 0 Calendar Year ®) Flscal Year EI Other IS L ! then

® Hold in the current files area ___'___rnonth(s) _.___l_~ year(s); then ST e -
[ Transfer to local holding area; hold _.-_*.r.fl___.vear(s) then : S S

® Transfer to State Reeords Center hold - ._.9: - year(s) then o - S e T SRR
R Destroy. B D N ; ,
O Transfer to State Archives for permanent retention, ‘ S . :

O Other (Specify)

(NO CHANGE)

These instructions apply to all prior and future accumulations of the series.

Agehcy Headll?esignee (Signature)} Date Reeords Management Offtcer (Srgnature) Date

. V7 _ : j / ; j h State Reeords Committee (Srgnarure) ] . Date

Réco ndation€ irf para- == ! : T

graph 12 are approve;/ 7¢£$‘,:ate Audrtor/Desg M(j)—‘,—/—\ - f’ - 6_/
letter 2

of explanation,)

{If disapproved, atta o
t%e/masrgn@ @W M S -22.~Y

R Attorney Genoral/Designes M»@ﬁ Ry
AR-SO-71; Rev.76 (FlavaruSlde) vy




DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM-1 for instructions on completing this form. Forward signed ’ongunal to
Department of Archives and History, Reoords Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section. . '

APPLICATION FOR'RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

FOR AGENCY USE 1. Agency Address . : FOR RECORDS MANAGEMENT USE
Application Date | pepartment of Education ' Application Number T T
Office of Vocational Education e\ - '6
Application Number DiViSim’l of Vocational . Instruction Date Received Date Completed
Industrial Arts Education
Atlanta, Georgia l-b 'B‘ [ “"S‘B‘_

2. Person to Contact Working Title Telephone Number
Samuel Powell Assistant State Supervisor 656-2543

3. Actnon Requested -
a. [A Establish Retention Schedule cord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
c. O Amend ApplicationNg. _____ __ __ Check One: 1 Change; [} Supercede; {1 Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest Georgia Association of Industrial Arts Students in America (GAIASA)
1962 | to date Financial Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Vocational Instruction is responsible for developing policy relating to
vocational instruction at the secondary and postsecondary level; participating in the
development of the State Plan for Vocational Education; developing vocational education
program standards relating to instructional areas; providing consultative services to
local school systems involving all phases of the instructional process; participating on
evaluation of local school systems' vocational programs; reviewing architectural plans
for local school systems' voactional facilities; reviewing request from local systems

for the purchase of equipment; reviewing vocational education instructional materials;
reviewing preservice and in-service training programs; and supervising vocational student
organizations at the state level.

—

7. Record Series Description This file contains the fellowing documents (tnclude form numbers and titles, if any):
Attach samples of the file. :

Documents relating 10:  yocejying, accounting for, and disbursing of GAIASA funds.

Debit sheet, deposit sheet, cancelled checks, authorization for payment, and

Included are: audit reports.

File is arranged: chronologically by fiscal year,

8. Monthly Reference Rate How often are records referred to which are: ,
Onetosixmonthsold __________; Seventotwelvemonthsold ______; Thirteen to twenty-four monthsold ____ ___ __;
twenty-five months andolder _____ . ?

9. Annual Rate of Accumulation of Records ‘

Letter-sizedrawers . _ __; bLegal-sizedrawers . ___;Shelves __; Other (specify)
AR—-50—71; Rev.76 (Over)
et -~




| Yes | NO 10. Questionnaire  (Place an X'’ in the proper column} L o ) "',_'__
a. Is this the official copy of the series?
£ If not, where is i1? ¢ _ 3 |
¥ b. Does the series contain confidential mformatuon requiring security handllng? If yes, cite law or regulation.
, A
X c. Is this a vutal record? ; ~ }
X d. Does this series have hlstorlcal or long term research value’ L '
e. When one or two documents in the file make it necessary to keep the ent|re file for a Iong perrod could these
| X documents be scheduled separately? _ ' -
X f. einfor:ftq$ contained in this series ever publlshed If ves, attachcopy., .
g. Is%e%for contained in this series ever analyzed and/or recorded in a summarized report?
. X If ves, attach copy,
i "’? o alf Jeo fhere a d(ﬁlc&thgoﬂ’ ihls series in your ofﬁce orin another office or agency?
! X If ves. where? _ s o
X | _i. Is this series for a major portion of it) reqularly microfilmed? e
: LX) he record series result in a computer printout? R —_——
| 11. Retention Requirements xf The following requires the series to be kept:
Independent
a. State Law years, d. Audit period 1 years,
j b. Statute of limitation e e _..._Years. e. Administrative need - 2 _ __years.
c. Federal law years. f. Federal retention instructions years,
Attach copy or excert of laws or regulations. Explain administrative need.
12. Approved Dispasition Instructions Thls agency recommends that the file series be cut off at the end of each:
; ' [0 Calendar Year; 8 Fiscal Year; [J Other L then,
EA Hold in the current filesarea___ _month(s) ___ 1 year{s); then
(] Transfer to local holding area; hold _____ __ year(s); then
Transfer to State Records Center; hold __year(s); then
j @ Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify)
|
\
These instructions apply to all prior and future accumulations of the series.
| Reoords s Management O;ﬂ‘c“er (Signature) Date
VA | Wabbkow X2 Bovargordas | 1-6-9)
- State Records ( Cgmmittee' (Signature) o Date
graph 12 are approved. State Auditor/Designee {- - P
(If disapproved, attach letter "8 ]
of explanation.) Secret@%tatemesignee /~12 ~, /
’ i _
Attorney General/Designee / -/ / ‘F/

AR—50—71; Rev.76 ' "~ (Reverse Side) R




